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Editor's Note:

In writing material for this Handbook the editors and
authors have chosen to use the word "he" in all references,
as is fitting for writing on a descriptive level. "He" is
defined by WEBSTER'S NEW COLLEGIATE DICTIONARY, eighth
edition, as "used in a generic sense or when the sex of the
person is unspecified." Therefore, in the following
articles, "he" also indicates "she."



Introduction

The National Home Study Council's HOME STUDY COURSE
DEVELOPMENT HANDBOOK, first published in 196vu, is now in its
secord edition. This second edition is completely revised
and includes both new and updated chapters. The first
edition proved to be an indispensable blueprint in helping
gquide hundreds of home study course writers and developers
to create good correspondence courses.

One of the National Home Study Council's main goals is to
conduct and promote research for the advancement of
correspondence education. This Handbook is a collection of
current, practical, and essential guides on how to develop a
correspondence course. It presents the vital skills and
knowledge developers of home study courses need for success.
The Handbook attempts to cover the complete range of topics
on course development, from market research to the final
printing.

This Handbook is the work of the members of the NHSC's
Research and Educational Standards Committee. It is
intended for use by new home study Directors of Education,
course authors, or anyone interested in home study course
development.

The authors #ce practicing home study educators and
experts in the correspondence study field. The National
Home Study Council is deeply indebted to them and expresses
gratitude for their fine contributions to the advancement of
the home study field.

We hope that you will find this new edition of the
Handbook useful and we welcome any suggestions and comments.

William A. Fowler
Executive Director

Mational Home Study Council
March 1988
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From Theory
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Introduction to Article

In this first article, the philosophy of modern home
study education is discussed, the principles of course
develcpment are presented and there is an explanation of how
courses meet the demands of adult, self-paced learners.

The article also lists steps in course production from
the selection of the course subjects through the
implementation of a course revision program. A suggested
list of steps to follow in the development of a course and a
sample chart of accounts for budgeting for course
development are included.



From Theory
to Practice

William A. Fowler

One of the most experienced and knowledgeable Accrediting
Commission subject specialist evaluators, Dr. Alfred K.
Buchanan, remarked to a group of NHSC school staff members
attending a seminar: "The most dramatic change in home study
education that I have witnessed in the past 30 years is the
tremendous improvement of home study course materials.

There is simply no comparison between home study lessons of
three decades ago and the lessons in today's courses."

That is quite a compliment coming from someune who has
been evaluating home study courses for three decades. And
it's true! Most home study courses today are exemplary. The
texts, which bear the burden of delivering the course con-
tent (since they must serve as the teacher and the text,
doing both in an interesting way), make use of just about
every known innovation of media technology available.

The principles of text design, development and production
are touchod on briefly here, and are fully explored in the
subsequent articles in thrs handbook. Let's begin with some
theory and conclude with some thoughts on how to apply the
theory to text design and development.

Theory of Learning by Correspondence

Educators are still at a loss to explain exactly how the
learning process takes place in the chemistry of the brain.
There has been woefully little conclusive research on how
adults learn, and there has been even less published re-
search on correspondence theory.

Yes, we make attempts to describe what . e do, and maybe



even why we do it. But we are hard pressed te give a
discreet, understandable, and accepted description of the
theory behind the success of home study methodology.

Let us approach this topic by describing some of the
basic beliefs or axioms commenly held by home study
educators:

-- Learning takes place everywhere, and most of it outside
the classroom.

-- Home study learning theory is based on the concept of
independent, mature learners studying formally prepared
materials in a given subject. The learners are motivated
primarily by the interest they have in the subject they
are studying.

-- The theory espouses the concept of “captaincy of self,"
wherein the individual student assumes responsitility for
activating and sustaining the learning process. The
teacher (or more properly tutor) plays a supportive roic
by guiding the learner, giving encouragement, and
providing periodic feedback and, hopefully, external

motivation.

Using these concepts and knowing in advance that the vast
majority of home study students are in the 28-40-year-old
group, we should look closely at problems facing the
independent adult home study learner:

-- The student may lack confidence in the ability to learn,
especially if there is little contact with other students
working on the same course.

-- As a result, the student may be fearful of not doing well
and feeling there will be a loss of face if all work is
not perfect. This, then, may result in a delay in
submitting work for the tutor's comments and guidance.

-~ The student is anxious about how to combine or reconcile
study and family demands and demands of friends,
neighbors, the boss, workmates, and the myriad of other
things to do. There may ve a guilty feeling about
spending time “shut up alore with the books."

-- Then too, the student may quite simply feel too tired
after a hard day's work to settle easily to mental
effort.

As they ponder course design and weigh these factors,

home study course developers should recognize other traits
in adult learners:

4 16




-- The adult student has more experience, more knowledge
and, above all, more motivation, than most school-age
students. Many have lost the innocence that lets youth
imagine that time stretches endlessly ahead. Most adult
students know that if there is to be a more rewarding job
or a more fulfilling role in life, there is little time
to waste. A strong sense of purpose can more than make up
for being out of practice.

-- While the adult student's memory for facts may not be as
good as that of the younger student, the ability to grasp
and analyze underlying principles and the relationships
between facts is better. This kind of understanding is
far more valuable in higher education than is mere
knowledge of facts.

-~ Experience in educational programs based on
correspondence study suggests that adult students
learning at a distance can do just as well as younger
students working in a classroom.

-- Correspondence courses offer new ways to use free time
creatively: kits, experiments, outside lectures on tapes,
etc., all providing a multi-media approach that can
effectively compete with TV watching. '

Now let's look at how home study course developers can
meet the challenges and successfully teach learners at a
distance. Since most courses use text materials as the
primary information source, we will concentrate on how
correspondence learning theory is applied in the writing
of good text materials.

Test Design

Over the years home study school educators have accepted
some basic principles of course and text design. Important
pmong these are:

1. The home study text is not 1ike the typical college text;
it must do more than just provide information.

2. Home study courses must t=ach, explicate, anticipate
questions and, in general, serve as teacher, facilitator,
classroom mate, motivator, and be the source for needed
information.

3. Good courses must come with built-in readings,

assignments, evaluative instruents and inspiration for
ctudents to continue. They rust chollenge the fast
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learners and still hold the attention of, and teach, the
less gifted.

4. Home study courses must teach the essential, current body
of knowledge, skills and attitudes to meet course
objeccives using media that are economically reasible and
educationally effective.

5. Home study instructors serve primar:ly as evaluators of
achievement and responders to technical queries. Their
role as dispensers of information, “lecrure givers," is
minimal. Their role as motivators of learners, via
written or oral commentaries, is an important function.

The system of teaching by correspordence can be broken
down into the following functions:

Function Discussion1
Information Materials are based on specially written
Delivery texts and written for a specific audience.

Home study authors and editors have a
detailed profile analysis of their prospec-
tive students.

Elaboration and Study guides and texts are uniquely de-
Explanation ¢igned for the special needs of thousands
of students. Analysis of areas where
students need additional information
assists editors in making material more
relevant.

Motivation Motivation is consistently incorporated
in home study text materials. It is also
expanded by personal comments on graded
assignments along with helpful model
answers. Motivational letters are sent
regularly.

Reinforcement The student writes a question and sends
it to the school. Each question
receives a personal, detailed reply.
Self-quizzes in study guides provide
written answers for permanent reference
and revieu.

lcourtesy: Dr. Charles Marshall, The Hadley School for the
Blind.
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Evaluation A series of written examinations,

evaluated personally and supplementeu
with model solution replies, are used
frequently enough to measure learning.
The student is not allowed to progress
through any substantial amount of the
course without a complete understanding
of the material already covered.

Learning Making use of the graded test, learning
Completion should continuz until the student attains

a thorough grasp of the material. Review
of the returned, graded paper and
understanding the model solutions are
intrinsic parts of the studies.

Application of The home study student frequently applies
Learning on the job what has been learned the

night bdefore. "Learn it today, apply to
tomorrow," is a major motto of

. correspondence educators. Because most
home study programs have specific career
or vocational goals, learning tends to
relate specifically to the job and may
be applied immediately.

Finally, home study text design is pradicated on these

assumptions:

The learner chooses to study on his own.

The learner is capable of independent, self-directed
study without the props of peer group or continuous
teacher interaction.

The course is geared toward the general background,
reading ability and interests of the broad range of
enrollees.

The course objectives match closely the learner's
objectives, as well as match the promises of the school's
advertising.

The learner must feel able to "transcend the bondages of
space and time" and learn effectively by mail. The
system, therefore, must appear to be individually
designed for the learner and it must be clear that
personal attention is readily available.

The course must be able to be taught effectively by
correspondence.
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Considering all of these concepts, the home study
educator proceeds to construct course materials that meet
the specific needs of mature, independent, self-directed
learners. Modern home study courses are the result of
decades of development of a rather practical, results-
oriented approach to education. The principles, beliefs,
theories and axioms above are the results of years of
collective thinking of home study educators.

Steps in Course Preparation

The steps in course preparation vary from school to
school, and no one method is universally followed. However,
some general guidelines are observed and these are outlined
below.

A skeletal outline of the major steps in course develop-
ment includes these steps in which home study developers:

1. Determine the subject matter to be presented: in depth
market research can be helpful, but don't ignore the
importance of intuition, imagination and enthusiasm.

2. Determine the educational objectives for the course, the
expected outcomes for graduates, and list the skills,
knowledge and behavior changes to be imparted.

3. Prepare specially written correspondence lessons.

4. Develop supplementary material such as how to study
booklets, motivational tapes, study aids, etc. Study
guides tell what the reading assignments are and how to
procerd. Supplementary items should include encourage-
ment letters, practice exercises, student projects,
explanations o7 material not covered in the texts or
lessons and, possibly, experimental kits.

5. Develop examinations for each study unit. These are
generally designed as open-book examinations. They
should teach a well as test. Furthermore, the
examinations should be designed to facilitate correction
and evaluatien in an economical way. Above all, examina-
tions should measure the extent to which the objectives
of the course have been mastered.

6. Design, print, package, and store the course for use.

Appendix A at the end of this chapter is a flow chart
showing the steps followed in developing a typical course.
Appendix B provides sample budget items to be considered in
developing a course.



This Handbook includes articles which explain the "how
to" of each of the major steps listed above.

Course Writing Techniques

In the actual writing of course texts, schools use one of
these three methods:

First, the use of in-house specialists who, depending on
the size of the school, may double as instructors. This
technique is especially effective for revisions. Because of
time priorities and the difficulty of keeping up in the
field, this technique may not be practical for major
rewrites or for new course development.

Second, and probably the most popular method, is the use
of an "outside" subject matter specialist working closely
with the school's educational director. When such
specialists can be found, this method can be mest effective.
However, due to the extensive coordination, review and editing
required, it can also be inefficient, not to mention
frustrating. The amount &¢nd methou of renumeration are
important factors in the arrangements made with outside
writers.,

The third method is the use of a publishing or consulting
firm, under contract, to prepare a complete course or
program. Although a popular and frequently used method, we
have seen only a few good courses prepared in this way.
Experience, cost, coordination, time, and availability of
qualified "contractors" are factors which greatly limit the
use of this method.

For the purposes of this Handbook, the authors have
assumed that the readers intend to develop, or actually are
developing, their own texts {options one and two above). By
understanding the principles of home study text design,
Directors of Educatios. and other school executives are
better able to work with and control the quality of the
courses developed using any of the above methods.
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APPENDIX B

SUGGESTED CHART OF ACCOUNTS FOR SAMPLE HOME STUDY COURSE
BUDGET*

1. Market Research -- Testing the market, feasibility, and
letermining scope of course.

2. Fixed Costs

Salaries - Professional, Education Director
- Clerical
Overhead - General and administrative

Equipment, office
Supplies, office
Other direct costs

]

3. Course Development Costs

Research - Publications
- Travel
- Consultants, Advisors
- Laboratory and Design work
Writing - Writers
- Contracts costs
Editing
Subject Review/Field Test
Typing

Art/Graphics/Photography

4, Ancillary Materials Costs

Kits

Tapes

Equipment

Other (Diplomas, Envelopes)

* This is not intended to be a proposed budget for every
course, but a general guide to important budgetary lire
items to be considered.
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5. Reproduction Costs

Layout and Design
Printing
Pc~kaging

Biading

6. Legal Costs
Copyright permissions

Trademarks
Course/Catalog approvals

7. Marketing Costs

Detai’ed breakdown determined by marketing me.hods
used.

24
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Introduction to Article

The previous article examined the basic theories which
are employed in home study course design. This companion
article lists and explains the various components which
constitute a course . . . the naming of parts. A profile of

the modern home study course and a glossary of terms are
included.
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Naming the
Parts

Michael P. Lambert

Many home study educators use the word "product"
interchangeably with the word "course" when they are talking
about their correspondence offerings.

Indeed, correspondence educators have long been product
oriented: they employ many business terms in this fashion
because it suits what they are about.

While there is a mystique about correspondence education
which defies quantitative analysis, it is useful for those
approaching the subject of home study course development for
the first time to know the names of all of the parts.
Appendix A is a glossary of essential terms on home study
course materials and the balance of this article attempts to
label the many parts of the home study experience.

The Typical Course?

There is certainly no one prototype or "typical®
correspondence course. Courses vary from school to school.

Some schools feature "hands-on" learning kits. Others
use audio cassette tapes for instructor comme.ts. Still
others r:ly heavily on non-print media for instruction.
Some employ video cassette tapes on a limited scale. The
combinations of media are numerous. This feature,
creativity of product design, helps make home study an
exciting method of teaching and a challenging career field.

In a 1985 survey of the National Home Study Council's

member schools, the following profile emerged from the data
provided by the 55 institutions which responded. These 55

15
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institutions offered over 1,500 courses to over one million
students.

Here is the profile:
-- The average number of courses offered is 12
-- Courses have an average 25 assignment/submissions, take
students 12 months to complete, and have a 61%
completion rate

-- The average non-start rate is 12%

-- The majority (64%) of courses offered are developed by
both in-house staff and outside authors

-- The majority (80%) of examination questions are
objective in style

-- Courses typically contain an average of 38 pages, 13
illustrations/charts, and 5 halftones/photos

-- [Each exam contains an average of 29 questions

-- Schools grade and return lessons within 3 days

-- Only 18% of schools offer mandatory resident training

-- 45% of the courses are 8 1/2 x 1l-inch loose-leaf bound;
only 7% of the courses are hard-bound published texts
(Note: In 1988, the percentage of loose-leaf courses has

declined to about 30%; more courses are saddle-stitched
or perfect bound.)

-~ 85% of the schools have instructors who write comments
on submissions; 78% of school instructors write personal
letters to students

-- 47% of the schools use toll-free telephone service for
educational purposes

-- 82% of the schools use pre-printed motivation letters

-- Almost three-fourths of the schools {71%) own their own
computer

.- Qver half of the schools (53%) publish a newsletter for
students

o
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The Major Components of a Course

Basically, we <an divide the home study product into three
very broad categories:

-- Instructional Materials Group -- texts, lesson material,
etc.

-- Ancillary Materials Group -- kits, request for help
forms, etc.

-- Educational Services Group -- evaluation and instructor
comments

Appendix B is a listing of the components of each of
these three groups for a sample ¢t e, The balance of this
article will focus on the Instruc. .1 Materials and
Ancillary Materials Group, i.e., L. parts of the home study
product.

The Instructional Materials Group

Within this group we have the bulk of the lesson
materials. For example, 8 1/2 x 1l-inch lesson texts,
binder, hard-bound texts, examination booklets, etc., any
thing which contains subject matter knowledge to be imparted
to the learner. The media employed to deliver the knowledge
or information varies from school to school and even from
lesson to lesson, but the missions remain unchanged for each
lesson or study session:

-- present the instructional objective(s)
-~ present the information, knowledge or skill

-~ have the study apply the knowledge or skill, or
facilitate the desired behavioral change

-~ evaluate the learning achieved or behavior change
-- motivate the student to continue to the next lesson

Within the Instructional Materials Group, the core
element is the lesson text itself. The text may be 8 1/2 x
11-inch sheets bound in a vinyl binder, or it may be a 6 x
9-inch booklet, saddle-stitched. Below is a description of
the major formats and materials in use today:

Loose-leaf vinyl binders were once a widely used format
by schools providing materials on a lesson-by-lesson
basis. The advantages of ease of revision and versatility

17
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of reproduction technique are evident. At the same time,
the student has a consolidated volume, or volumes, of all
material at the end of his course. Also, new materials
and techniques may be introduced immediately into the
courses. However, the expense of mailing binders, the
inconvenience of holding the binder to read it and the
increasing popularity of desktop publishing are sealing
the eventual demise of loose-leaf binding.

Specially written paper-bound booklets are once again
becoming popular today due to the wonders of desktop
publisking technology which allow for cost-effective, low
volume printing runs and quick revision capability. No
longer are three-ring binders required for revision work.
Each booklet contains a single lesson/study assignment,
either 8 1/2 x 1ll-inch or smailer sizes, side-or
saddle~stitched. The concept was developed in the 1890s
by Thomas J. Foster, founder of International
Correspondence Schoo]s, and still appears in the original
pocket-size form, or in interesting variations. Such
materials are easy to store, package, and ship to the
student. Individual lessons may be easily revised since
they can be printed in limited quantities and replaced
without undue bucqget strains. And the same lessons may
be used in many d.fferent courses, providing versatility
for scnools offering programs in the same subject field
at different levels or different courses with related
components.

Fuli-sized hard-bound textbooks, formerly quite popular,
are now often replaced by combination materiais, such as
texts plus assignment sheets of loose-leaf courses. The
primary reason for the decline in the use of such books
is the difficulty posed by revision. When used in fields
where tha basics do not change and when supplemented by
other materials, this technique can be effective -~ and
impressive. The student has a lifetime reference library
on his bookshelf as a reminder of his investment.
Supplementary reference books and outside readings can
be, and are, employed with courses us1ng text materials
prepared in these ways.

Standards texts, workbooks, and study guides. Some
schools use standard resident scnool textbooks and
workbooks, supplementing these with specially prepared
study guides and instructions to the student. This kind
of course is used most often by schools with high school
programs and college level or degree awarding courses --
primarily because recognition of such courses by state
and public schools officials, who are oriented to
resident schools, is facilitated when standard,
recognized texts are used. Study guides prepared for use
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with standard texts usually include reading assignments,
motivational materials, supplementary subject
information, self-check quizzes and assignments, and
sometimes "bound-in" examinations. These ingredients
make it a home study course, and are the key to its
success,

The focus of the various articles in this Handbook is on
the Instructional Material Group, specifically, the "how to"
of producing the above listed materials.

Ancillary Materials Group

Supplementing the texts discussed above are a variety of
media and materials. The purpose of ancillary materials
are:

-- to break up the tedium of the printed pages, and to add
an additional dimension to the communication process
(e.g., audio)

-- to provide the learner with a chance to apply his new
found skill or knowledge

~- to aid in the two-way communication between school and
student,

The single most popular audio-visual aid is surely the
ubiquitous video cassette tape. Inceasingly, video cassette
tapes are being used within defined limits of budget,
talent, etc.

The major types of media include:

Kits to be assembied, with all the necessary tools and
equipment, are frequently combined with text materials to
enhance the effectiveness of correspondence instruction.
These cover a wide gamut, as the following 1ist
indicates:

television and radio set kits; electronic test
equipment assembly kits; and even an electronic
laboratory for radio, television and electrorics
students; tool kits for mechanics; compressor
components for refrigeration servicemen; locks, key
blanks, tools, and a key-making machine for a student
locksmith; and precious stones for a gemologist,

Integration with the text, assignments and examinations
is the key here. Effectively used, such materials are
invaluable adjuncts to the course.
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Recordings are used most effectively -- together with
texts -- in such courses as broadcasting and language.
Most recordings today are done on inexpensive cassette
tapes: small, lightweight, mailable. They are

excellent audio supplements for just about any course.

Video cassette tapes are being employed more and more
as developers acquire experience in cost-effective
"in-house" production techniques.

Tape recorders. With the development of cassettes,
tapes have become more practical than hefore for home
study. Mass production has brought .' s item within
the economic range of many schools. iapes are used for
two-way student-school communication, such as in a
broadcasting course, and for instructor critiques of
student work.

Projectors and color slides see very limited use in
home study courses. The cost of producing the
"software" is largely prohibitive, nut to mention the
costs of shipping and handling projectors.

The Instructional Services Group

A brief mention of a few of the compunents of this group
should enlighten the reader:

-- Examination services, ygrading of papers
--  HWATS line instruction, responding to student aueries

-- Administrative services, job assistance, notii..ations
of employers

-- Remedial instruction, and provision of additional
information

-- Shippment and receipt of course materials
-- DOther specialized student services

These are but a few of the tasks which comprise the total
home study experience. These tasks and services commence
after the student has enrolled. The nature of these
components puts them outside the scope of this Handbook.
They are, however, integral parts of the design and
development of any good correspondence course.
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Conclusion

Knowing the names of all the parts will not make you an
expert in course design. Looking at actual course materials
-- which are readily obtainable -~ is a critical step.

In most cases you need only call or visit an NHSC school
and request a sample lesson from the Director of Education.
Attending NHSC workshops is a good way to network with your
peers in home study, so that when you need information, you
are likely to get it.

The other articles in this Handbook illustrate many of
the components discussed above and shed additional light on
Jjust what a course is or should be. But while this Handbook
is a good start, there is no substitute for actually
developing a course, where necessity for action generates a
great deal of practical understanding in a very short time,
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APPENDIX A

Glossary of Selected Home Study Terms

ANSWER SHEET (RESPONSE FORM): A form on which a student records
responses to examination or test questions. Answer sheets are
submitted to the school for grading, evaluation, and comment, and
then returned to the student.

ASSIGNMENT: A part of organized material to be studied and performed
by the student, according to required techniques and principles; a
specific task to be performed by the student and submitted to the
school for evaluation and comment.

ASSIGNMENT SHEET: A written supplement telling students what material
to study and in what order to study, as well as how and when to sub-
mit examinations or projects for evaluation.

COMBINATION COURSE: A course consisting of a home study portion
and a residence portion. Normally, the home study portion pre-
cedes the residence portion. Residence training is offered to pro-
vide students instruction on the use of specialized equipment,
learning of manual skills or the application of certain techniques
under supervision (e.g., tractor trailer driving).

CCMPLETION RATE (RAW COMPLETION RATE): The ratio of assign-
ments completed to the total number of assignments contracted for
in a fixed sample of matriculated students (note: not the same as
graduation rate).

COURSE: A plannec sequence of educational activity, leading to the
acquisition of a skill or body of knowledge, usually over a pre-
determined period of time.

DIRECTOR OF EDUCATION: The person in a home study school organiza-
tior. responsible for planning and organizing courses; selecting,
preparing and editing instructional texts and study guides; super-
vising instruetional services and staff; conducting educational
research; and performing other educational tasks as may be assigned.

EDUCATIONAL RECORDS: Records and files maintained by a school for
each student's educational activity, which include a student's name,
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Appendix A cont'd.

address, basic education, date of enrollment, course, grades,
current academic achievement, enrollment agreements and other
data.

ENCOURAGEMENT PROGRAM (MOTIVATIONAL PROGRAM): Materials
and procedures used by home study schools to motivate students
to start a course of study, continue in the course, and graduate.

EXAMINATION (TEST, ACHIEVEMENT TEST): That part of an assign-
ment submitted for examination service, and designed to facilitate
learning and to measure achievement. Examinations may include
essay, true-false, completion and multiple-choice items, case
studies, problems, or may consist of a finished product (artwork,
project, article, etc.) which the student submits to the school.

EXAMINATION SERVICE: The correction and evaluation of an examina-
tion, together with any necessary motivation and counseling', by
an instructor.

GRADUATE: A person who has satisfied the prescribed requirements
(e.g., assignments or examinations of an educational course or
program) and has been awarded a certificate or diploma affirming
this.

GRADUATION RATE: Percentage of matriculated students in a fixed
sample of a school's course who have satisfactorily completed all of
the prescribed requirements of a given course or program.

HOME STUDY COURSE (PROGRAM, TRAINING): An organized series
of instructional units designed to accomplish definite objectives by
the home study method.

HOME STUDY EDUCATION (CORRESPONDENCE EDUCATION, DISTANCE
EDUCATION): Education designed for students who live at a dis-
tance from the teaching institution. Ordinarily, printed and/or
recorded materials are sent by mail, providing the student with
structured units of information, assigned exercises for practice
and examinations to measure achievement, which in turn are sub-
mitted to the teaching institution for evaluation and comment and
subsequent return to the student.
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Appendix A cunt'd.

INSTRUCTIONAL MATERIALS: Texts, tapes, work kits, equipment,
supplies, tools, and other materials used in a course to facilitate
the education and training offered.

INSTRUCTIONAL SERVICE (LESSON SERVICE, ASSIGNMENT SERVICE):
The advice, counsel, guidance and instruction requested by a
student with an instruction-related problem and rendered by an
instructor.

INSTRUCTIONAL UNIT: A section of a home study course usually con-
sisting of an encouraging or motivating device, lesson materials
and assignment, assignment or instructional service, examination
and examination service,

INSTRUCTOR (TUTOR, TEACHER, FACULTY): An individual who,
qualified by education, training and experience, performs assign-
ment, examination and personal service. He may assist in course
research, writing and related activities.

KIT: A coliection of predominately non-textual materials included in
a home study course to augment or enhance instruction. These
materials may consist of tools, equipment, instruments, audio-
visual aids, components, accessories, and so forth.

NON-START RATE: Percentage of enrolled and registered students in
a fixed sample of a school's course or courses who did not submit
any required examination or lesson assignment for grading or
servicing. Non-starts: students who are disenrolled in a course
after registration, after the applicable cooling-off period but prior
to submission of their first required assignment.

OBJECTIVE, EDUCATIONAL: A statement of what an educational pro-
gram can do for reasonably diligent students. For home study
courses, objectives are goals or aims attainable through the corres-
pondence study method, and provide a description of skills to be
acquired, information to be learned, training to be received, and
attitudes and habits to be changed or developed.

REVISION FILE: A file containing suggested course revisions to update
instructional material, correct errors, improve quality of instruction,
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Appendix A cont'd.

clarify passages that may confuse students, and so forth.

STUDY GUIDE (TRAINING GUIDE; INSTRUCTIONAL GUIDE): A written
supplement to course materials designed to facilitate study. It may
include directions on how-to-study, suggested readings, research
topics, self-check tests, problems and study projects, all of which
are keyed to the basic course texts.
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APPENDIX B

COMPONENTS OF A MYTHICAL HOME STUDY COURSE IN "GOURMET
COOKING"

A. Instructional Materials Group

1. 10 lessons, sveraging 12 pages each

2. 10 written examinations, veraging 20 questions each

3. 20 self-check quizzes, 5 questions each

4, 10 at home projects

5. 5 mailed in projects

6. Signatures from 3 individuals, unrelated to student ,
attesting that a gourmet meal (of student's choice) had

been served. Menu and dinner guest's comments must
accompany sigr.aiures.

B. Educational Services Group

1. 10 request for help/technical inquiry fo. ms (pre-printed)
2. 20 pre-addressed envelopes
3. Final examination package

4, WATS line telephone card

S. Starter lesson kit: ben, menu card, envelope, etc.

C. Ancillary Materials Group

1, Premium to enroll: Cookbook

2. Stimulus to return lesson one: Apron with School logo
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APPENRIX B cont'd.

3. Stimulus to return lesson five: engraved menu cards
4. Stimulus to return final exams: handsome diploma
5. 6 audio-cassettes with lectures
6. Silver-plated wine tasting cup on chain.
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THREE

Developing the Modern
Home Study Course

Louis E. Frenzel
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Introduction to Article

Giving students a good initial impression via quality
course material is ¢ritical to reducing non-starts and
enhancing course completion rates. Mr. Louis Frenzel, a
proponent of high quality, low cost, short home study
courses, offers invaluable guidance on how to go about
planning for a modern home study course.

He argues persuasively that home study courses, 1°ke

modern fiction thrillers, should have a "can't put it down"
quality.

[$4 N
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Developing the Modern
Home Study Course

Louis E. Frenze}

The purpose of this chapter is to summarize the key steps
in developing a home study  course. The focus is on creating
superior printed lessons and audio tapes. It is hoped that
this review will provide educational directors, course
developers, and others with some new insights into course
development so that the highest quality programs may be
produced.

Step 1 - Perform a Needs Analysis

Course development begins by analyzing the student's
needs. This research identifies the reasons for the
instruction and specifically what must be taught. For
example, a job analysis takes a close look at individuals
employed in a specific Job to determine what they do and
what they need to know to perform competently. If the
training is not job-oriented, then a task analysis can be
conducted to determine Just what the student is expected to
know and be able to do upon completion of the course.

A needs analysis ir, generally done by interviewing
employees that are doing the work or individuals who are
participating in the target activities. Observation of
performance is another usefyl technique. A research of
relevant literature may also be helpful. The result of the
needs analysis is a detailed list of specific activities,
tasks, duties and needs. An indication of desired
performance levels should be given for each. From this list,
you can determine exactly what must be taught.

There is considerable evidence that most home study
schools do not carry out this important part of course
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development. In some cases, the schools assume that they
know what must be taught, or guess. However, if the school
has no experience in the field of interest, it is best to do
the analysis as most often it reveals important subjects and
skills that can be overlooked. The quality of the course
and how well it meets the needs of the student depends upon
a proper analysis. Giving the student exactly what he needs
produces a more satisfied student. A needs analysis usually
results in a shorter, more efficient course because only
necessary topics are included. Such a well-planned course
is also less expensive.

Step 2 - Develop Learning Objectives

From the needs analysis, specific learning objectives can
be developed. Learning objectives are simple statements of
what the student will know and be able to do once he has
completed the course. The instructional objectives are
derived from the information developed during the needs
analysis. The objectives should be stated in behavioral
terms so that student performance can be measured.

Learning objectives are covered elsewhere in this book so
we will not discuss them further in this chapter. Objectives
are extremely important because they are the basis of the
course content. Be sure to state the objectives for the
students, as everyone 1‘kes to know where they are headed.

Step 3 - Create a Course Outline

From the needs analysis and learning objectives, you can
develop a comprehensive course outline. The purpose of the
outline is to divide the subject matter into a number of
instructional units. These instructional units may be
printed lessons, lab experiments, audio tapes, or some other
presentation. The outline defines the content of these
instructional units and their sequence.

The initial outline is simply a listing of the main
instructional unit titles. The idea is to partition the
material so that the necessary subjects are covered in the
right order. Once this brief outline is complete, a
detailed outline of each instructional unit is constructed.
Keep in mind that the content of these instructional units
must match the needs analysis and course objectives.
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Step 4 - Selecting the Media

At this point, you should have a good planning document
to give to your course developers. This document contains
any job, task or needs analysis, a set of learning
objectives, and a comprehensive outline. With this
material, the course developers can begin creating the
instructional units. But before that happens, consideration
should be given to the media in which the course will be
presented. Most home study courses will use written texts.
However, serious consideration should be given to using
other media, such as audio or video. Audio and video tapes
can greatly improve a home study course by making it more
interesting, fast-paced, and enjoyable. Also, audic or
video is often superior to print for presenting some types
of materials.

a. Print - Printed lessons are still the best way to
present virtually any kind of instructional material.
Lesson texts are fast and easy to develop and
considerable graphical information can be presented
economically this way. Printed texts also offer
random access to the subject material.

On the other hand, we are not a nation of readers.
While many learn to read in school, statistics
indicate that most people are not regular readers.
This is one of the reasons why many individuals do
not take home study courses. They do not like to
read or they read poorly. Most people get the

bulk of their information by radio, TV and telephone.
Despite their many advantages, printed texts are not
the best way to teach some subjects, especially to
audiences that resist reading.

b. Audio - The common audio cassette is widely used
for music and instructional purposes. Many self-
instructional programs and motivational tape sets are
done entirely in audio. This is an extremely low
cosv and effective media. In quantity, 60-minute
audio tapes can be reproduced for well less than $1.
Often this is much cheaper than the printing of an
equivalent text. Today, virtually everyone owns a
cassette player of some sort, whether it's in a
stereo receiver, a portable Walkman, or in a car.
Audio tapes are interesting, highly effective, and
economical way to implement or supplement & course.

c. Video -~ At one time video tapes were far too
expensive to be used in the average home study
course. Video development costs were high, but more
importantly, the average individual did not have access
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to a VCR. Today, the VCR is a common consumer
electronic product. It is estimated that over 50% of
all U.S, homes now contain a VCR. This makes home
study courses in video format very practical.

Video is by far the best media for self-instruction.
In fact, it has become "the" primary media for use in
business, industry, government and military training.
Most self-instructional materials are now put on
video tape or use interactive video disks. Video is
superior because it can present both audible and
visual information in a compact and highly efficient
manner. Most people like to watch TV; therefore,
they are comfortable with video instruction. Video
can also be made interactive by requiring the student
to stop the tape after certain presentations to
answer questions, solve problems, or otherwise become
involved with the material. Good video programs are
usually accompanied by a workbook that includes
summaries, reviews, quizzes, and other information.

Today, few if any, home study courses use video.

This is unfortunate because it is an effective
instructional tool. Furthermore, there are literally
thousands of available video tapes that could be used
in home study courses.

Developing video learning materials is beyond the
scope of this chapter, but video should certainly be
considered as a viable alternative media in modern
home study courses.

Kits - "Kit" is a generic term often used to refer
to all of the hardware and other materials that
schools include with a course to help teach the
subject. Kits include tools, instruments, and
objects to assemble, observe, or study. Many
subjects are highly hardware intensive and learning
comes best from actual hands-on experience. Kits
make a course far more exciting, practical and
realistic. And they add value, providing marketing
benefits as well as making instruction more
effective.

The best way to get a student to start and complete a
home study course is to get him involved. Involve-
ment means a lot more than having him read 500 pages
of text material. Many students take courses to
learn new skills and techniques. This means the
student wants to learn how to repair electronic
equipment, take photographs, work with locks, or
navigate a small boat -- not jusr read about it.
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While it is not always possible to create the type of
involvement required to teach the skills students
want, kits offer the best opportunity.

A1l kits ~hould be accompanied by kit manuals that
guide the student in the use of the materials
supplied. Such manuals will outline experiments or
demonstrations to be performed, projects to be
implemented, or activities that lead to improved
knowledge and skills.

Step 5 - Creating the Written Text

The printed lesson is the mainstay of most home study
courses, These lessons are extremely important because
through them the student not only learns but also gains an
image of the school. The quality and effectiveness of the
Tessons will reflect directly on the school.

Home study lessons must be written with the student in
mind. He will not, in most cases, have direct contact with
an instructor or classmates. For that reason, the written
materials must be thorough and unambiguous. Unlike many
textbooks which are written primarily to supplement a
classroom course, home study texts must stand alone as the
primary means of learning in a home study course.

With these important facts in mind, here are some helpful
tips for writing good home study lessons.

a. The Important First Lesson

The first thing that a student sees of a home study
course is Lesson #1. It should be designed to not only make
a good first impression, but also to get the student off to a
good start. Only a small percentage of those who enroll in
a home study course ever complete it. Boring, hard-to-read
lessons are responsible for many drop-outs and loss of
motivation. The first lesson should give the student a good
feeling so that he or she will want to go on.

The first lesson must be lively and interesting. It
should focus on the main subject of interest and tease the
student with things to come. Above all, the lesson should
be short. Reading a lengthy tome will give the wrong
impression, The first lesson is a special piece that will
make or break the course. Considerable attention must be
given to it.
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b. Create Good Opening Copy

Use some of the techniques employed in newspaper writing
and the writing of novels to help grab the student's
attention. In your opening paragraphs, look for the "hook"
that will stimulate the student's interest and motivate him
to keep reading. All you have to do is find the
topic that will create the most interest. Embellish it with
an important statistic or ask a provocative question. In
any case, spend some time in creating those first few
important paragraphs {0 capture the student's interest and
motivate him to keep reading.

c. Use Plenty of Headings and Subheadings

Nothing is more deadly than page after page of written
text with no breaks. Continuous copy says to the student
"boredom and drudgery." An easy way to avoid this problem
is simply to divide the text into short segments or
"chunks." Each should have a heading or a subheading
telling what the segment is about. Such headings provide a
superior visual impact by bre king up the continuous text.
Further, the student can glan.e at the headings and sub-
headings and get a good preview of what is to come.
Headings and subheadings also make it easier to use the
text for reference and review.

d. Use Graphics and Illustrations

Studies regarding the creation of printed material for
self-instruction indicate that one of the most effective
methods of teaching is through illustrations.

IMlustrations, like headings and subheadings, break up long
strings of continuous text. In many cases, a good illustra-
tion can replace the text and communicate the desired infor-
mation more quickly and effectively. Anytime you can use a
photo, line drawing, chart, graph or *2ble by all means do
so. Most course developers find that t is faster and
easier to write a lot of text rather than create good illus-
trations. It's a fact that it does take longer to develop
graphical material, but its effectiveness and visual impact
makes it worthwhile.

e. Use Sidebars

A sidebar is a block of text sometimes accompanied by an
illustration that is set off in a shaded or outlined box but
located near the main flow of the text. Magazines and
newspapers use sidebars to provide supplementary information
related to the main topic but set off separately. Sidebars
are used to supply historical and background information,
remedial and prerequisite information, examples and case
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studies, and information that is nice t» know rather than
essential to know. Information such as this sort does not
have to be in the main flow of the text. By setting it off
in a sidebar, it becomes optional or special. Just as
important, it has the visual impact of an illustration as it
breaks up those long pages of text.

f. Keep the Lessons Short

There is nothing more depressing to a student than to
have to wade through a huge text. Try to make each lesson
as short as possible. Ideally, the average 8 1/2 x 1l-inch
printed lesson should have less than 20 pages and certainly
no more than 30. Take a close look at each lesson to see if
it is possible to subdivide it to create shorter, easier
lessons. A student will read a short lesson before he will
attempt a longer one. The student will get finished with a
shorter lesson faster and will, therefore, have a better
sense of movement and accomplishment. Success such as this
encourages students to move on to the next lesson. Brevity
is an important characteristic of a home study lesson. If
you let the needs analysis and objectives guide you, you
will know exactly what to put in the lesson and what to
Teave out. Just remember: in a home study lesson, less is
usually more.

g. Writing Tips

Here is a list of some important guidelines to follow in
writing the lesson.

1. Choose words carefully. Use clear, familiar words
rather than long, complex and unusual words. Avoid the
use of jargon unless it is pertinent to the subject
matter.

2. Use short, simple sentences. Long, complex sentences
are hard to read and understand. Divide long senterces
into shorter ones.

3. Check the reading level. There are several systems
used for testing the reading level of a text. These
are described elsewhere in this book. Just remember
that the lower the reading level, the faster the text
is to read and the easier it is to understand. If you
have used clear, familiar words and kept your sentences
short and simple, then your reading level should be
relatively Tow. By making the reading level below the
8th grade level, the subject matter will be more easily
learned.
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4. Use plenty of examples. When presenting information,
theories and techniques, give plenty of real-world
examples. Students like to hear about actual
applications of the information they are likely to
encounter. By giving examples and working typical
problems, the student will learn faster.

5. Refer to the active, not the passive, voice in writing.
The active voice is usually more lively and interest-
ing. The passive voice comes from using any form of the
verb "to be." This means that sentences using the
verbs "is, are, was, were, be, being," and "been" are
giveaways to the passive voice. Eliminate such verbs
and the resulting text will be easier to read. The
text will be more conversational and you will have a
tendency to use the verb "you" which makes the text
more friendly and conversational.

h. Consider Special Formats

While most lessons will be written in standard text form,
unique presentations may be beneficial. Some examples are:

-~ Programmed Instruction (PI) - PI is not currently
popular, but it is highly effective *n presenting some
types of material. It is a 30-year-old technique in
which difficult, tedious or technical material is
presented in a continuous self-testing mode. It is
perfect for home study, but usually overlooked.

-- Information Mapping - This is a highly efficient and
compact method of presenting facts or knowledge.
Mapping techniques help identify the important subjects
and compress them into highly effective educational
presentations.

-- Unusual Arrangements - Feel free to innovate. An
example is a home study course where each lesson is
only 4 pages long. The material is subdivided into
very short lessons that arc fast and easy to read.

i. Quizzes and Examinations

The thing that sets a home study lesson apart from a
standard text is the significant use of self-quizzes and
examinations. By providing the student with plenty of
opportunity to answer questions and solve problems, he
will learn faster. Self-test quizzes with answers give
a student valuable feedback on his progress. Such quizzes
also provide a key means of summarizing and reviewing the
main information to be learned. Examinations truly improve
the instruction.
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Self-quizzes should be used frequently throughout the
text, primarily after major sections. Almost any type of
testing technique can be used. Questions can be of the
true/false, completion, matching, or multiple choice
variety. Essay questions are usually not good for self-
instructinnal programs.

Each . N will typically end with an examination. The
multiple choice type is best because it is easier to grade.
Multiple choice questions fit practically any type of
subject matter and provide superior testing of student
understanding. Attempt to create questions that force the
student to apply what he has learned. Questions that have
the student simply repeat facts and figures are 0K, at
times, but questions that require the use of the information
improves understanding.

Je Include a Glossary

A glossary is a short, to-the-noint listing of relevant
words and terms related to the sibject matter. It is not as
comprehensive as a dictionary and simply provides the brief
meanings of important terms. A glossary is particularly
important in self-instruction when a student is learning @
subject for the first time. Much of learning is associsted
with the understanding of new words and terminology. While
most of the words and terms will be explained in the text,
others may not. By providing a glossary, you give the
student another resource to assist in his own learning.

There are several ways to create a glossary. New terms
related to an individual lesson can be collected and placed
at the end of the lesson. Otherwise, all of the relevant
terms in the course can be collected and alphabetized to
form a complete course glossary.

Many special dictionaries and glossaries are regularly
published on a variety of subjects. A search of the
literature will often reveal a book that can be used in lieu
of creating a special glossary.

Step 6 - Creating Audio Tapes

Audio lessons are just as easy to create as written
lessons. Most of the guidelines given earlier also apply to
audio lessons. Here are some specific guidelines for
creating good audio lessons:
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a. Select the Audio Format

There are four basic audio formats:
Lecture

Two-voice narration
Conversation/Interview
Audio Tutorial

The lecture is probably the most common but is also
the least effective and can be the most boring. For best
results, only superior motivational speakers should be used.

The two-voice format uses two persons, usually a male and
female, to present the material. Two voices help break the
material into shorter, more lively segments. It is less
boring and much more effective.

The conversation/interview format uses two or more
speakers to add variety. The presentation can be more
casual and conversational, thus more interesting. However,
it is less efficient than a formal interview or panel
discussion where the presentation can be better planned and
more efficiently presented.

Audio tutorial is a formal instructional process that
includes student interaction. The material is presented in
short segments, usually by two voices, and asks for frequent
student participation. The student stoos the tape, answers
questions, solves problems, or otherwise responds to the
presentation. Audio tutorial is highly effective but more
difficult to create.

b. Keep It Short

The average attention span of an adult student is short -
15 t~ 20 minutes. So keep the instructional segments
short, regardless of the format. Divide the material into
shorter, 5 to 7-minute segments to keep the attention level
high.

¢c. Use Illustrations

Most audio learning programs do not use illustrations.
They present word pictures instead. But for certain types
of material, the presentation can be so much more effective
if photos, line drawings, block diagrams, charts or other
graphics materials are included. The result is a slide-
tape show that really gets the message across.
d. Use Audio to Supplement the Kits

Instead of a kit manual, use audio to talk a student
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through any experiments, demos, or projects. Printed
materials and illustrations can be included where helpful.

e. Don't Forget Exams

Audio instruction should also have self-test quizzes and
exams to be graded. These should be in print format.

f. Include a Study Guide

Since audio tapes are serial access rather than random
access like a printed text, it is more difficult to locate
specific segments. This can be overcome by outlining the
content in detail on the tape label and in a printed study
guide. Also, ask the student to use the counter on the tape
player to keep track of each section.

The study gquide also helps make review and reference
easier as it should contain short summaries and highlights
of the audio segments that will minimize the searching for
and repeating of audio segments.

g. Use Professional Speakers

Many peopie think they have a good speaking voice. But
Just the opposite is true. A superior audio tape requires
good voice presentation techniques. The only way to avoid
bad, amateurish recordings is to use experienced
professionals.

Step 7 - Package the Course Attractively

Packaging refers to how the lessons are rhysically
implemented. Most home study schools use either loose-leaf
lessons or individually printed lessons with separate
covers. The most common size is the 8 1/2 x 1l-inch page.
Care should be taken to make these as attractive as
possible. Attention should be given to page layout, type
style, and illustrations. Good graphics design rocedures
should be used in creating a page design. It is pest to use
plenty of white space to avoid a heavy, cluttered look on
the page.

When audio tapes are used, include a cassette holder and
binder that can also contain any related study guides.

And don't forget the possibility of using color. Two-
color designs are quite popular in home study courses and
the extra color adds flexibility in producing clear
illustrations. By using screens, the effect of multiple
colors is created. The second color also makes the page
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far more interesting and appealing to the reader.

Home study lessons do not have to be slick and expensive.
But they should have a high quality look and feel. The
student's first impression will come from visual contact
with the lesson material and it must be favorable. If it
is, the student will read it or listen to it. And a
studying student is a paying student. High quality lesson
materials will give the student the knowledge and skills he
desires and will create the desired revenue and
profit for the school.
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FOUR

Supervising Course
Authors

Mary McKeown



Introduction to Article

Mary McKeown speaks from mor2 than four decades of home study
experience working with course authors. In this article she
explains the talents one looks for in an author, establishing
ground rules, and how to supervise authors. A sample author's
contract is displayed.

Selecting course authors is one of the most important
decisions an Educational Director makes.

44

|
(g




Supervising Course
Authors

Mary McKeown

The selection of an author o~ authors for a home study
course is one of the most important decisions that an
Educational Director makes. It is not an easy task. It is
a task that requires great care. Well-written courses can
make the difference between success and failure for a
school.

What do You Look for?

What characterictics and abilities do you look for in
selecting a writer? First, look for someone with expertise
in the subject matter, a person with an up-to-date knowledge
of the field. Secondly, you want someone who can write in
the "home study manner," who can transmit knowledge to
students. You want someone who writes for his readers rather
than for his peers. Thirdly, you should s: 'k the writer who
has a broad understanding of the field of home study and the
special needs of home study students. Fourth, you look for
someone who can organize written material in such a way as
to lead students step-by-step through the course. Finally,
you should select writers who have the ability to complete
the manuscript on time!

How do you sel~ct a writer who has all the qualities
outlined above? Home study schools that have a large staff
of department heads and instructors have a ready pool of
talent. The educational directors of such schools are
particularly fortunate in that they are aware of the
potential writer's educational background, writing skills
and organizational ability. A writer selected from the
staff can be expected to know the format the school uses, be
aware of capabilities of the students, and be already
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familiar with the principles of teaching by correspondence.

However, even in a large school there are times when it
may be advisable to go outside the organization to get a
suitable author. No one on the current staff may be
qualified, or the persons who are qualified may be busy on
other projects. Therefore, to meet time constraints the
Educational Director will have to go outside the
organization. The decision as to "inside or outside"
authorship depends upon the circumstances (time, budget,
staff competence, etc.).

Where do You Find Them?

Where do you get good writers? You have many sources.
If the course you are planning is an academic one, for
example, United Stutes History for a high school program,
you can contact the history department of colleges,
universities or high schools in your area for possible
authors. (It is usually easier, less costly, and less time
consuming to engage people who are close by -- especially if
you are working with more than one author.) However, since
the Educational Director is experienced in home study
methodology, he should not be afraid to work with an
aspiring author in any part of the country i1 that author
proves to have the qualifications desired. If an author is
particularly outstanding (and the fee reasonable), it is
worth the extra effort to work with an author located at
some distance from the school.

If the course is vocational, you can contact the
appropriate departments of vocational schools at secondary
and postsecondary levels. Industry, too, is a good source
for writers. Those currently employed in industry have
practical experience and know the latest developments in
their fields. You can advertise in trade and technical
journals. Keep your eyes open. If you come across an
article in a technical journal that is written in a style
that will be understood by the type of student you expect to
enroll in your program, contact the author. Perhaps you can
hire him to write a course for you.

Multiple Authorship

For some courses it may be advantageous to have more than
one author. This might be true in a course such as World
History. Having several writers each of whom is a
specialist in the history of a particular area would add to
the scholarship of the course. The same would prove true of
a course in law or taxes. Having more than one author can
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also speed up the writing. Some people work better in teams
and are spurred on by discussing the project with others.
On the other hand, there can be disadvantages in that
writing styles and lesson tone may differ widely. This
difficulty can be overcome by making one of the authors
responsible for reconciling the variance in styles and by
having an experienced editor go over the material. In home
study every course needs to be read and edited by a
“central mind" to assure uniform tone, style and flow of
material. Some writing teams divide the work so that one
writes the lesson material and the other writes the self-
check and examination questions. The division of labor
should be the one that will produce the best course.

Establishing a Working Relationship

Once you have selected an author you will need to have an
orientation session. The author needs to know about the
students who will be taking the course. Who are they? High
School dropouts? High School graduates? College graduates?
Men? Women? Both? What age group? Income? What are their
reasons for taking the course? The more the author under-
stands the intended student audience, the better able he
will be to write a course that will suit that audience.

Discuss course content. Set up a list of behavioral
objectives for the course. Be sure o let the author know
what the extent of the course is to be. For example, first
year Algebra would be beginning Algebra through the solution
of quadratic equations. A course in repair of small
electric motors would be limited to small electric motors.
It would not include gasoline motors. You do not want to
have the course duplicate material in other courses you
already offer.

Every home study school should have a manual for course
writers. Several major NHSC member schools have for years
made their course author's manuals available to others.
Find out which schools have a manual and ask for it.

The manual should give the writer an idea uf what is
expected. It should outline the format to be used, the
length of learning units, types of questions to be used in
examinations, etc. It should stress the differences between
classroom and home study teaching. For example, it should
stress the fact that the only educational materials the home
study student can be expected to have are those sent with
the course. Home study courses must be self-contained. The
writer has to anticipate the learning problems the student
may encounter and design the course to overcome these
problems. There will be no teacher there to explain
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convoluted prose in the course, or to reassure the
discouraged student or to supply material that has been
omitted.

Once you have decided upon an author and set up the
course objectives, you need to set the ground-rules. Make
sure that each of you knows who is responsible for what.
Have a contract for any authorship, whether it is done by a
salaried employee or on the outside. It should specify who
is responsible for supplying pictures, charts, and other
illustrations; how and when the manuscript is to be
submitted; how and when the author is to be paid; under what
conditions the contact can be cancelled; and, most
importantly, the timetable of when materials are due. (See
Appendices A and B.)

The amount and basis for payment will, of course, depend
upon the school. It may differ for various courses within a
school depending upon the difficulty of getting qualified
authors. One Educational Director recently said that his
school paid by the finished page. A public institution
paid $5,800 per lesson for a college course it developed.
Others pay lump sums of anywhere from $1,500 to $20,000+ per
manuscript. In short, the budget of the school, the
difficulty of the course, and the credentials of the author
influence the renumeration.

Supervising Authors

Now that you have the author primed to write, you need to
keep his enthusiasm peaked. Drop him a note or give him a
call from time to time. Set up a “"tickler file" to remind
yourself of when to call the author. Keep in touch with him.
Maybe you will find a clipping from a newspaper or magazine
which relates to his project. Send it to him.

As soon as you get the first portion of the manuscript,
read it and contact the author. Feedback is as important to
the author at this point as it is to the student who has
submitted his first examination. You want to keep the
author enthusiastic about the project. Get your evaluation
to him quickly. Emphasize the strengths of his presentation.
Then make suggestions for improving sections you feel are
weak. Be gentle but firm. Criticize their writing and you
criticize them. Be as tactful as you can. However, keep in
mind that you have to have a product that meets the needs of
the students and your school.

As you look over the first lesson ask yourself these
questions:
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1. Is it written at a level the student can understand?

2. Is it condescending? Or, on the other hand, is it
stilted and heavy with jargon?

3. Is its development logical? Does it proceed from the
simple to complex?

4, Dues it hold your interest? If it doesn't hold yours,
it won't hold the students?

5. Does it give the student practical examples that
he can understand, rather than just theory?

If the reading level is too high, do not just tell the
writer that the reading level is tos high. Have your
editors rewrite a sentence or paragraph here aad there at
the level you think appropriate. In technical subjects it
may be necessary to tell the author to define any technical
terms he uses. If the author tends to be condescending,
point it out to him (in a non-condescending way, of course).
If, however, the author tends to be intellectually
overbearing, point that out to him too (in a non-overbearing
way, of course).

The author who has not had experience in correspondence
education may not realize the need for logical, sequential
steps in his presentation. Show him where such omissions
occur. Indicate where practical examples can be given if he
has overlooked them. Suggest ways he can sp